INDIANA UNIVERSITY RECORD OF HOURS WORKED

FLSA Compliance Review

Name Employee ID#

Position Title Department

DECEMBER/JANUARY

WEEKLY TOTAL INITIALS

actual hours worked | employee supervisor
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New Recordkeeping Rules 2. Atthe end of each week, 4. When all weeks on this 5. Continue recording hours Recording tenths of an hour
Effective August 22,2004  total actual hours worked. record are completed, the worked each week until 6minutes=.1 36 minutes = .6
Identified employees are to: supervisor is to submit it to notified that it is no longer 12 minutes=.2 42 minutes = '7

3. At the end of every two
the departmental payroll necessary. .
1. Record the actual number weeks, initial the record con- office frc)>r filing pay Y 18 minutes=.3 48 minutes=.8

of hours worked each day in ~ firming its accuracy. Submit it 24 minutes=.4 54 minutes=.9
hours to the nearest tenth of  to the supervisor who is also 30 minutes =.5

an hour. See the legend for to initial the record confirm-
amounts to enter. ing its accuracy. 8/04
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